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ADMINISTRATIVE PROCEDURES 58

SECOND KEEK

EEE SIS

Mondey « T February 1955

0830 - 0900
0960 = 1200
1300 - 150
1500 « 1530
1540 = 1700

Study of %}\ccmmting Proccdures
Accounting and | nce Reperts

Practice Work on Accounting
Clandes¥ine Pouch Procsdures
Dispeixh and Pouch Manifest Tegd

Tuosday - 8 February 1955

0830 = 0950
2000 = 1300

1400 - 1500
1500 - 1700

WeGnagday = 9

Critique of Propayty Racords, aasd Domsstls Travel
Gensyal Examination - Pard I

Trensportation of Personnel and Effescte: Fiald
Poracnnsl Preoceduras

essepe Writing Technigues

Accounting Tash

Fgbruary 1955

0830 -~ 0200
000 - 1100
1110 - 1230
1330 = 1700

Thureday = 10

Study of Bzsic Cable Procedures Guidie
Czble Procecduras .

Practice Hork ocn Cable and iessage ¥riting
Foraign Travel Voucher mnd Practice Work

Fabruary 1955

0830 = 0900
GICO - 3000
1010 - 1050
.00 - 1230
1330 - 1400
2430 = 250D
1510 « 1700

Study for Cable end Forgign Travel Tests

Middioue of Dispateh and Pouch Hanifest. and Accounting Tosits
Cablo Teat

Personal Security snd Cover

feminar oa lesve Regulaticas

Tilm “Surveillance® and Oritiqus

Toreign Travel Test -

Friday = 11 February 3955

6830 - (300
0900 - 1200
31300 = 1430
Vo - 3500
1600 = 1700

Study £o Cenerel Examinaticon - Pert I1
Fil;m "Waik Eest on Descon! {Briafing, Critlqus and Summe sy )
Criticve of Cable zmnd Forelzn Travsl Teule

Coneral Txaminetion - Part 11

Seminar and Critique of Geasrel Examinaiicn <
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ADMINISTRATIVE FAOQCEDURES #58

FIRST WEEK

Monday = 31 Jenuary 1955

0830 - 0900
0900 ~ 0320
0930 - 1100
1110 - 1230

1330 - 11,30
k0 - 1550
1600 = 1700

Regiatration and Diatribution of Materials
Course Introduction and Security Instructions
Crganization and Functicns of Central Intelligence Agency
Orgenization, Functions, and Command Structure of
the Clandsstine Services
Functions of & Forelgn Division
Elemente of 8 Clandestine Operation
Functiona of Overseas Installations

Tugsday - 1 February 1955

0830 - 0900
0900 = 10LO
1050 = 1240
1340 = 1520
152C = 1700

Study of Project Procedurea Culdse
Administrative Preoject Procedures

Film "Next of Kin®™ snd Cri%ique

Yield Property Records Frocedures
Practice Work on Field Froperwy Records

Wednesday = 2 February 1955

0830 - 0300

0900 = 1200 |

1300 = 1100
1410 - 1510
1520 = 1700

Study of] |

Organization and Functicns of Tachnieal Saxviees Suaflfl
Organization of & Diplomatic iission
[ |Properiy Records Procedures Tost

Thursdsy = 3 February 1955

0830 = 0900
0900 = 1200
1300 - 1500
1510 = 1540
1550 = 1700

tudy of Standardiced Government Travel RHegulatims
Domestis Travel snd Per Dien Allowancas
Pracidce Work on Travel Forms
Use of Regulatlons Mgnusls
Qeneral Examination - Part I

Friday = L February 1955

0830 - 0900
0900 = 1030
1040 = 1200
1300 - 1130
1440 = 1700

Study of Dispateh Guide

Digpatah Procedures

Practice Vork on Dispatches
1form Racords Procedures

Domsstic Travel Test

S=lL=R=E=T
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ADATHISTRLIT VE-PROCEDURES 59

FIRST WEEK
Monday - b April-1955

0830 - 0300 Registretica and Distributlon of Mmiorials

0300 -~ 0920 Course Introduction awl Security Instructioms

0930 - 1100 Organizetion sand Fuactions of Central Intelliseance Agsuey
“ 1110 - 1230 Crganizetion, Funchions and Comoprd Struchure of

_ the Clendestine Services

1330 - 1420 Elemenite of a Clandestine Operaticn
i430 -~ 1530 Functions of a Forsige Division
1540 ~ 1700

25X1C

Tuesdsy - 5 April 1955

0830 ~ 0850 Study of Project Proczdures Study Guide
0850 - C95C Punctions of Overseas Installations
1000 - 1130 Adnminisirebtive Froject Procadures
ho - 1220 ke of Regulaticnz Manuals
. 1320 - 1530 Pileld Property Records Procedures

{ 1520 - 1700 Practice Work om Field Property Recards

Hedresday - 6 April 1555
1 0830 - 0900 Study of

y 0900 - 120 ; '
AT 1300 - W o Propercy Hecords Frocedures Teot

1450 - 1530 Seninsr on Ieave Regulations
AT 1540 - 1700 :pnifom Records Prosedures

Thursdey - 7 Aprili 1955

= 0830 « 1120 Douestic Travel

- A130 - 1230 General Examdnstion -~ Parh I
1330 - 1580 Practice Work om Trazvel Forms
i550 - 1700 Discussicn of Cormornisn ,

Ppidey - 8 April 1955

0330 - 1100 Domestic Travel Tzed
1110 - 120 Diapsitch Procedurses

AT © 1340 - 1410 | | Procedures

; 1420 - 1520 Orgenization and Functions of Tecknical Services Staflf
15330 - 1700  Practice Work on Dispateh and Pouch Procedures

() S-EQ-C—R-}‘é;‘I‘
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ADMINISTRATIVE PROCEDURES #93

SECQND ¥ EFK

U AT e e Sy

Monday = L1 April 1955

0830 = 0900 25X1
0900 -~ 1200 Accounting end Finance RapoT w8
1300 = 1L50 Practice Vork on Accounting

1500 - 1700 Film ®Operation Manhunt* and Critlqum

Tuesday = 12 April 1955

0830 = 0930 Critique of Pruperty Rscords Test and Gsneral
Examination - Par% 1
- ' 0940 ~ 1230 Transportation of Personnel and Effacts, Fleld
. Personnel Procedures
1330 = 1450 Dispatch and Pouch Manifes% Test
. 1500 - 1600 Meseape Wedting Tezhniquas
: 1610 = 1700 Critique of Domestic Travel Test

Viednesday = 13 Aprik 1955

( 0830 = 1030 Cable Procedures
10Lh0 = 1200 Practics Vierk on Lables and iessage Vgiting
310 = LhhO Accounting Test
1460 = 1700 Foreign Trawel Vouchar snd Practise Work

Treesdey ~ Ly April 1955

0960 Regview of Foreign Travel Voucher

0830 -

10900 = 1140 Personal Security and Cover

1150 = 1230 Cabla Test

1330 = 1430 Critique of Dispatch and Accounting Teata
Uh0 « 1700 Foreign Travel Test

Friday = 15 April 1955

0836 - 0900 Study for General Exmmination = Par® 1l
2900 = 1200 Fiim "Walk East o Beacon® = Briefing, Critique and
Swranez-y
1300 = 1430 Critiqus of Cable and Foreipgn Travel Taeste
1L4O = 1600 Geasral Examination = Part II
i 1600 - 1700 Seminer and Critique of General Emamination - Fart II
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0830 - 0900
0900 - 0920
0930 - 1100
1310 = 1230

1330 . 1420
1430 - 1530
1540 « 1700

0830 .. 0850
0850 . 0950
1000 - 1115
1125 - 1200
1300 . 1450
1500 .. 2550
1600 - 1700

083C - 0900
0500 - 3200
1300 - 1420
1430 - 1600
1610 - 1700

ADNINISTRATIVE FROCEDURES £i0

Yonday - 23 Jay 1955 LIS B

Registration :nd Distribtution of Feterialg
Course Introduetion and Security Ingtiuct.ions
Crganization =nd Functions of Cantral Intelllgence Agonay
Urganization, Functions and Commend Siruction of the
Clandestine Servicex
Elowents of & Clandesiine Operation
Functions of = Foreiga Division 25X 1

Taepdey = 24 ¥ay 31955

Study of Projset Proesdures Cuide

Fanctions of lversecas Instaliations
Administrutive Project Procedurss

Uzs »f Regulations Mamels

Field Proporty Records Procedures ,
Practice Vork en Fiald Property Rezerds Frocodures
Flali Uniform Records Procedurss

| Hedresday - 25 ¥ay 1955

Study of| |

TTOp3TLy Hecoras Procedures Tesh
iapateh Proc:dures 25X 1

Ihursdey -~ 26 lay 13255

0830 -. 1000
1010 -~ 1245
1345 « 1550
1600 - 1700

Practice Work om Dispatech and Pouch Proceduras
Domestie Traval

Practice Vork en Trawnl Forms

General Examiiation - Peprt I

ay 1957

0830 - 3100
1110 « 31230
1310 - 1430
1440 = 1700

Domestie Travel Test
Maseage Writing Teehniques
Dispatech and ouch Manifest Test
Transportation of Personmel ang If?ects; STAT

Persomnel Procsdures
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ADMINISTRATIVE PROGEDURES #¢

SECOND WEEK

STRTFBORTID

Critique of Property Records Test and Genreral

Examination - Part I
Cable Procédures
Practice Viork on Cables and Magsage Writing
Critique of Domestic Travel Test

Forelign Travel Voucher and Practiee Herk

0830 = 1050
1100 - 1130
1230 - 1410
- 1420 = 1550
1600 - 1630
1840 - 1700

Completion and Review of Foreiga Travel
Cable Test

Foreign Travel Test

Accounting and Finance Reportas

Practiee Work on Accounting

Completion of Accounting Work and Review
Critique of Dispatch and Pouch Manifost Teat
Accounting Test

Personsl Security end Cover

Critique of Cable Test

Review for Genoral Examimation

Fridey ~ 3 June 2955

0830 = 0900
0900 - 3200

1300 = 1430
1440 - 1600
1600 - 1700

Study for General Examination
Film "Walk East on Beacoa" - Brisfing, Critique
and Summary
Critique of Foreign Travel and Accounting Tests
Goneral Examinetion - Fart II
Seminar and Critique of Gemeral Exemination - FPert I

z
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ARINISTRAYIVE PROCEDURES #61

0330
0960
{230
1100

1320
120

- (}900
- 0920
- 1050
- 1220

- k10
- 1540

- 1700

Registeration and Distribvution of ¥aterials

Course Inuroduchion end Security Instiusticns

Orgenizasion and Functions of Central Iatelligenco fgency

Organization, Funciions ond Command Structure of the
Claalzstine Services

Functions of a Forzign Division

Functions of Gverscaes lostelistions

- 9 August 1955

Heduasday - 10 Augusts 155°

- 0300
~ 1C10
- 2120
- 1200
- 1510
- 1700

Study - Project Study Guide Pulder
Administrabive Project Prozedures
Blem=nts of o Clardezstipe Coecabion
Usz of Rezulations Manuals

Film "Wellc Eusd on Beacon”

Message Writlag Yeohnigquas

0830
CS05
1200
1430

1610

Taursdsa)

- 000
- LEQ0
- k20
~ 1600
- 1700

Critione of Film "alk Reshk on Baacon

Cable yoaeaures
Practice Work on Csbles ard Message Yoiting
Film "Surveillance” end Critique

- 11 fuogust 1955

e

30
PO
1130
13G0
1800

i ’u:;y
. o e,

¢

- 0500
- 1050

~ 1200
- 1350

- 17CO

Study | |Pracecares Study Guide
Field FTroperty Records Lrocedures

Prochice Work on
Cable lest
Dommstic Traval and Per Dicm Allcwaacss

12 August 1953

e
. -f

1025
1300

1355

St

1500

- 125
- 12C0
- 1330
- 1550
- 1700

Praciice Work on Tvavel Foraos

[ Prowerty Records PronsGures Pess
lezve Seninsy

Dispeicoh Frocedures

P

S wBeCuR-B7
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ADMIBISTRATIVE PROCEDURES #01

Monday - 15 August 1955 SECUIC HERE

0830 - 1030 Practice Work om Dispatch and Pouch Frovedimes

1040 ~ 1220 Domestic Yravel Test

1320 - 1520 Treansportabion of Persconsl and Fleld Fersoouel
Procedures

1530 - 1700 Field Uniform Records Frocedures

Puesday - 15 August 1655

0830 -~ 1030 Dispateh and Pouch Menifest Test
1020 - 1230 Accounting and Finance Resorss
1330 - 1700 Practice Work on Accouniing

Viednesday - 17 Auvgust 1955

0530 - 1010 Shipment of Acusehold Effects

‘« 1020 - 1230 Accounting Test

1330 - 1k2G Critique of Daueetic Trovel and Cable Teoed

1830 - 1700 Foreign Travel Veucher snd Praztice Work

Trureday -~ 18 August 1955

-

0530 -~ 0930 Critique of Forelpn Travel Voucher Frachice Yeorlk
0ghC - 1210 Foreign Travel Test

1310 - 1k30 Personel Security and Cover

14k0 - 1510 Critique of Property Recordz Test

1520 - 1700 Review for Genirel Exomination

Fridey -~ 19 Auvcust 1955

053C - 1000 Criticue of Dispot
1000 - 1130 Review for Cena
1230 - 1300 Critique of For
15300 ~ 15C0 General Examinztion

1500 - 1700  Seminay and Critigue of Cemnersgl Exemaiacslon
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ADMINISTRATIVE PROCEDURES HO. 62

Monday - 5 September 15655

HOLIDAY

Tuesday - 6 September 1955

0830 -~ 0900
0500 - 0920
0930 - 230
1330 - 130
1540 - 1530
1540 - 1700

Registration end Distributlion of Materials
Cowrse Introduction ard Security Instructions

Organization ard Functisns of Cendral Intelliipgence

Functions of & Fereign Divisien
Peracomal Security
Functions of an Overseas Insteliation

Wednesdey -~ 7 Septembher 1955

0330 - 0940
U950 - 1120
1130 - 1200
1300 - 1420
1430 - 1700

AMninistrative Prolect Procsdurss
Paynenta t© Qversezs Fersonosl

Use of Regulaticuns Maouals
Elements of a Clapdestine Operatien
Film "Walk Erst on Beacon”

Thursday - 8 September 1955

0830 - 0950
1000 - 1040
1050 - 1230
1330 = 1700

Dispatch Proceﬁnrez&? X1C

Pouch Proceduxes

Practice Werk oo Digpatch and Pouch Procedures
Domzetic Travel Procedures and Practics

Friday - 9 Septexber 1955

0830 - 0930
0ok0 - 1050
1100 - 1230
4330 - 1700

Critique of Domeatic Travel Fractice

Digpatech Test

Domestic Trovel Teast

:F‘naperty Recorde Procedures and Practice

S<E-C=R-E-T
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FIRST WEEK
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ADHIFISTRATIVE PROCEDURES BD. 62
Mondsy - 12 Ssptember 1955 , SECOSD WEEX -
0830 -~ 0OL0 Mespage Writing Technigues
0950 ~ Li00 Cable Procedures
1110 - 1230 Pructice Work or Cables and Meesage Writing
1330 « 140 ecords Procedures Test
1450 - 1700 . Fersonnel Procsdures

Tuesday -~ 13 Sepbember 1955

¢330 -~ 0930
Lo - 1030
204G - 1140
12k0 - 1520

1530

1700

Critique of Disgraich end Darastic Travel Tesks
Shipment af Hopehold Effects

Cable Test

Preparatian of o Foreign Travel VYouchker ard Practics
Filnance Qrganizetion and Procedures

Wedpesday - 14 September 1955

Foreign Travei Veucher Test
Accounting and Finance Reporis, sxd FPractice WHork

Critique of Field Pruperty Records ard Ceble Yests
Film "Burveillance" and Critigus
Uniform Recerde Procedures

Review for Gensral Ewanmination

Critique of Furelgn Travel Veucher Test
Critigue of Accounting Test

Checlddng in Metzrigls

0830 - 1030
1040 - 1700

Thursday - 15 September 1955
0830 - 1050 Accounting Test
1160 - 1235
1315 - 1435
425 « 1555
1605 - 1700 Gover

Friday - 16 Se;ﬁmber 1955
0830 - 1009
1010 - 104G
1050 - 1ikg
1150 - 1230
133C - 1560 Gereral Examiration
1510 - 1700

Critigue of Censynl Ewrirsiion ard Sexdnar
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ADMIRISTRATIVE PROCEDEES #4463

Honday - 31 October 1955

0330 - 0990
0200 - 520
0730 - 1230
4330 - 1530
1350 - 1700

Registration
Intruductlion and Security Insiructicns

Organizetion and Functicnz of CIA
Peraoimel, Career Service, Premotion and Recruitmers: Folivies
Securlty of Employee - Owzbside Activiiiesn

Tuesdsy - 1 November 1955

0330 - 1000
1010 - 3230
1330 - 1430
LD - 1700

Yedaesday - 2

Orgunizeticn and Cowbtrol of Sgercy Finsnce Componrenic
travel on Vouchered Funds end Proctice Work

Isave Regulaiions - Practice in Time axd Atterdance
Agency Filiong System

TRpoELS

Boveuber 1955

0330 - 1630
12ko -~ 1230

1330 - 1430
2430 - 1550
1550 - 1700

Persounal Forms awd Prachice Werk

Froperty Record Keeping, Reguirements for Reguigitio
and Purchase

Clazsificatlion and Tep Secret Conirel

Madical Office Procedurew

Reprodueticn Services and Reguivemsnts

Thursiay - 3 Hgvenbay 1955

0330 -~ 3000
1210 - 1230
1330 - 1430
140 - 1610
1629 - 1700

Office Adninistreiien

Workshop

Contimmticn of Workshop

Ageney Corresperdence awnd Emragemeut. Frocoedurss
Uize of Regulations ¥emmlie

Friday - L Fevembar 1955

0339 - 1130
1230 - 1330
1340 - 1500
1510 - 1700

Campletion of Wesksbaop ars Critigue
Review

Bagic Principles of Supervision
Seminzyr Discussion and Adwminiztratiocn

Sel=f R o5 JE
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909 Reglatration and Disvribution o8 Matiedisie
2920 Courme Dutroduction and Srcupity Inmuoniius
L0030 Inbredvction o Clondesbine A“iivwzs-

1345 Surveillsnce Filr amd Critigue

1230 ¥Walk Bast op Sancen {Imbrednctisn, Fiim o

¥owdtmy o« T Rovenber 1955
2 =
0y S
CO3G =
1040 - 3155 Sacur rity Mssauies
1865 =
3,355 ~ 3520 Tae Agent
1530 « X763 Commmicaticas
Tuesdny = 8 Hovesgher 195%
o830 ~
1330 =

JZG{} Domestic Trevel end Per dizm ool Pracs x

Hedzendey - 9 Hovember 1955

G030 = G240 Fumeticns of a Fos reigs Divisios

St

1130 Dommstic Travel Fast

1230 = 133¢  Admdinistrative Frojeut Eecs R Py ol
f 331'!) = 12h0  Heesape Vriting T rﬂmg’gm:
- LG © 1700 Snble z”rmeﬁumm s Proctice
Tauvrstny - 10 Bosverner ,ES‘;,
9830 ~ 0930 Cable Test
L0 - 1230 Disputen Proveduras :
1330 = 3330¢ Pouch Manifest - | 25X1C
1&1(,43 - 3 Records Iotegrution runcid ms
610 = ITU0 Dispatch Test
Friday - 31 Fovenmber 1555
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ADMTNISTRATIVE PROCEDIRRS ;ﬁ;i THIRD WEKK

Morday - 1k Hovesber 1955

0837 - ,‘L?GO ' | Recorés Procedures and Practice

1300 - 10 time of Oversenn Installsiiens

1530 = 1790 | armd Pereomnzl Precedures;
shipcent 7 Household Effects.

Tussfay - 15 Eovember 1955

8830 ~ 095 : £ t B

3 Qg; 7 - lgggg g;;ﬁgw of I_)m:feema 1%":3-‘!&;3.? C:..:;l? and Digpatch

. 5 2 .-meef Procedures: Poymraesn o Overssas Peragron’
.L}:EB; - i!.,jQ Praperty Recosds Tegn

A - 1700 zraration of = Fareign Travel Yomicher apg Praciics

Yedneaday - 16 November 1959

339 - 1230 Ferelgn Travel Voucher 'Pest

1040 - 1700 Ascounting apd Fimence Repearts

Towrsday - 17 Bormnbes 1955

(‘uq 5 =~ o y
. 0830 - 1120 Accounzing Test

1.1:’*:?,4? = 14‘230 bms Checks
1332 = 1850 [ |Uniferm Recards Procsdures
15C% = 17D Pezucmsl Qover srd Security

Friday - 18 Hovember 1955

%ﬁ = 1800 Review for Geperel Bamins
i = 3120 Critique of Foreign Ywevel,
1136 - 1230 S

Prapeyhy Feeszda

0
b
M,

1339 - 1%;‘.@ o0s L LN rekerials
1{}2& = 1000 Geperel Exsmimtion
102¢ - 1700 Critique snd Seminar
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ARIIISTRATIVE PROCEDURES 510k THIRD WEEK
AT T S I

Honday - 23 Jdamuary 1956

20 - 1 e 7
AT 108 “'.0 3{2.'% :l Loperay Records Frocadvres and Proctics Work
:‘il?so - 00 Tunehi ‘i" a7 Qucrseas Lrsw..f.,‘; GLOTIS '
AT 16.-;.0 - 1600 [ | Twever and Percenna: Proeadvres
_ 1010 . 31700 Slﬁm’e*xu o’ Heaseheld Effecis

Tuesdey -~ 2L Jamuery 1956
AT 0830 - G8h5 |:|I‘rnpc"oj Records Taet

0955 -~ 1230 Figemes Procedunas: Poyrorse
1330 - 2700 Prerazaiion of o Faveize Trove

v Overseas Perpozoel
1 Vencher and Siracd

Vedunesdey - 25 &t amary 1956

H ~~ 2 Y KR Y]
0830 -~ 1030 'Pcwezt,a Travel Voichey Tosd
’ ) { Tan
10hD - 1700 Accouniin 3 end Fiesace RI3pechs
Touredzy - 20 Janvesy 1956

_ 0330 « 2050 feccunti 'zg Tagh
Lol 1100 - 3200 Home Che

io0 - 20 cka
- c . 2y 7> 5
AT 1300 3.?(:3 |:| s, .f‘czﬁ. Hecords Procadurar
QLB 4C (YA

o
1
\n
W
H

=
o
o'
)
]
H
N
1 "".
LI
fer
4E3
8
i
ad
gb%
o

Ly
o
]
3
QG

Ceivloue of Dispoieh end Propzaty Pr;c:cﬁ" L3
C.‘:‘iu:‘:bf' o Forelmm Trovel ond 4 ing
Review for Gensrul Erami: LIEELon

Checking in inierials

Gzzaral E“ yilossion

Critigue and Smpinar

[ns
{
£
3
Aot far
=N
W W\t

Y

5
23w
¢ ¢
el 8.4
RS
28

88

4520 « 47

f} SeBntNl BT

Y rer e ww -




Approved For Release 2005/07/12 : CIA-RDP78-03930A0001(

tog -
oot

P s

SECOID WEEX

T8 e =

o eyey

C-J.‘) - Q VAW LY
elatn’ - 2 PPy -,
AL SCOCOMSTLan

&

¢
fod
<
o

R0 T R
1285 - 3300
1355 - 1530
15L0 - 3700
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G820 - 1830 Ymik Past
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20D
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Hmregdoy - 19 Tuwmory 1656

G330 » 0005
CSifH ~ 1
A0S0 ~ 1030 mamctions of 93
23RO - 1200 ooble Test

sl e . -
1393 « Dispeieh Proc

Friday . 20 Juvumiy 1050
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0830 - C900 ERegistration

0900 « €220 Inlroduetion nod Secvrity fugiructlione
G930 - }2;‘(_} Crgenizanien and Puscihiwm of CIA
1330 - L7¢o Ferscrnel, Cureey Serrize, Premoiicn sad

Reeruitment Policica

Tuesdny - 10 Juruary 1956

Tt

08?;50 ~ 1&2‘0 {rgardeption cod Corizel of fgency

i'?:g - 3230 Travel en Vouchsred Fuandl: and Pio ::1’:

336 - : 3hbs Seewrdiy of Erplovee - 9riside Activit

1555 - w555 Classification ond Top Senvet Comdes 1 2y

1695 « 1700 leave Repguldaticna - Practice in Time 8»1&i -~
Attendznee Renmris T

¥ednesday « 1L Janwery 1958

0830 - 1120 Persnonel, Fuene apd Praaoties Vork
1130 - -‘?3‘3 edical ({fice Proceduros
1330 - 1440 ‘?m} sdaend g >

: . % vlen fgrvices and Reguiremmnris
?450 - 170D rizahop )

7y

"’V

gﬁ
8
e
S
(,"‘

DUALy 1556

) Uffice Adminictration
O .}z S vl T . .
LCLO - 1230 Property Record Hee Ang. Re@iremsiytg
; o R wm'z‘ﬁa: and P«.u:*t:hs.se
1330 ~ 1430 Fa&‘-e rriveiples of Suvarrision
2 T Regulatime mzw 1o
1520 - 1700 Agmcz,y Flling Syeten

Q

1

Fridey - 13 Javuary 1956

R 4

”38:53 = 030 Agamey Crayresterdonce Pronotlses
A0u) - 1290 YHoxkahin

0 et e o i - .

4330 - 130 Grivigie of Treval, Tiue end fotesdance

1BEG « 1550 Review
43

‘l
k1 - 3 Tas 21T 3
1550 - 1700 Gameral Fromraiiem g Scsrimexy Digcurssicon

FIROT WEEK
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AIRGRISTRATIVE PROCEDURES #65

londay - 5 March 1955 FIRST WEEK

0530 ~ 0900 Registration and Distribubion o? Heterials

CI00 « 0920 Inmbroduction and Sezurlty Instructiomns

0930 = 1230 Organization and Fumebicnn of CIiA

1330 - 1430 Crgenizetion and Control of Agency Finsnce Components
ko - 1706 Travel cn Vouchered Fumdz and Practiee Work

Tuesday - 6 March 1956

0830 - 1000 Iceve Regulatioms - Prachice in Time & Atteniance Reports
1010 - 31215 Wexrksehop
4385 - 1350 Curtein Up On Comwunlsm (Film)
1400 - 1700 Pergomnel, Carcer Service Prazobion ang
Reerultzent Policies

Yedrendsy - 7 March 1956

0330 -~ 1120 Persounel Forms apd Practice Work

1330 - 1230 @lzesificotion aud Tap Secret Control Procedures
1330 - 1445 Security of Bmployees Outside Activities

1455 « 1600 Reproducticn Services ant Requirements

1610 - 170C Use of Agency Regulztions Maruals

Thurcdny - 8 Mazrch 1956

0830 - 1000 Offics Advinistration

1010 - 1230 Proparty Eecord Yeeping, Requirements for
Requisiticn ard Purchase

133¢ - 1530 Besic Principles of Superviaion

6 - 15hG Mediesl Gffice Procedures

1550 - 1700 Agercy ¥iling Syatem

Fridey - 9 Herch 1955

0830 « 31020 Apenmoy Caxrespordence Practices

1040 - 1230 Workehos

1330 - 1420 Critigue of Travel, Tims & Attendance
1520 ~ 1530 Review ,

1580 -~ 1700 Objective Test and Seminsr Discussion
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ADMIRISTRATIVE PROCEDURES #65

Honday - 12 March 1956

0830 - 0900
0900 - 1030
1040 - 1145
1245 - 1345
1355 ~ 1530
1540 - 1700

Registration and Distribution of Materiels
Intreduction to Clandestine Activities
Security Measures

Surveillence (File ard Critique)

The Agent

Commnications

Tuesdey - 13 ¥arch 1956

0330 - 1230
1330 -~ 1700

Walk Basi on Beacon {Film) -
Domestic Travel and Pracitice Work

Wednesday - 14 March 1956

0830 - 0350
1000 - 1100
1110 - 1245
1345 - 1500
1510 - 1700

Functions of a Foreiga Division
Admisistyrative Project Procedures
Damestic Travel Test

Fessage Writing Techniques

Cable Procedures and Prachice Work

Thursdey - 15 March 1956

€830 ~ 0900
0910 - 1020
1030 - 1130
1140 - 120
1340 - 1700

Review of Cable Practice Work
Critique of Persczmel end Property
Grganizztion of a Diplomatie Missicn
Cable Test

Dispatch Procedures

Friday - 16 March 1956

083¢ - 0930
0940 - 1100
1126 - 1200
1300 - 1460
1416 - 1500
151C - 1600
1610 - 1700

Pauch Mznifest

Records Intsgretica runcolons
Diszateh Tess

Persoual Security

Criticue of Travel and Cgbles
blective Test

Critiqus ani Seminay

SECCED WEEK

25X1C
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ADMINISTRATIVE PROCEDURES 05

Monday - 19 March 1956

t

0830 -~ 1000 Functions of Overseas Iustallations
1010 - 1230 Finance Procedures: Payments to Qverseas Personmel
133C - 1700 |:|Property Records Procedures and Practice VWork

Tuesday ~ 20 March 1956

0830 - o9hs5 |:|Property Records Test
0955 - 1700 Accounting and Fipance Reports

Wednesdey - 21 March 1956

0830 - 1050 Accounting Test

J100 - 1300 | Travel and ie)-aonnol ~ cedures

1400 - 1700 Preperation of a Foreign Travel Voucher and
Practice Work

Thureday - 22 March 1956

0030 ~ 1030 Foreign Travel Voucher Test
10L0 - 1200 IHame Checks

. 1300 - 1LOO Shipment of Car and Household Effects

1410 - 1530 |miform Records Procedures
154¢ - 1700 Personal Cover

Fridaey - 23 March 1956

0830 - 0950 Critigue of Dispatch and Prouperty Records
1000 - 1130 Critigue of Accounting ond Foreign Travel
1140 - 1230 Review for Objective Test

1330 - 100 Checking in Materiele

14GO - 1510 Objective Test

1520 - 17C0 Critique and Seminay Discussion

'3 S-E-C-R-E-T
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ADMTHISTRATIVE YROCEDUKES 466

Mosdny - 7 ¥ay 2956

Approved For Release 2005/07/13 244 -RPB78-03930A000100010001-8

an . y .
0830 - (900 Registriation and Dictrivution of ¥eterisls

G500 « 0920 Intreducticn apt Seeurity Inatructicms
0530 < 123 Crganization and Punchblons of CIA

;:i?b - :’»430 Srg&nizaﬁion ond Coorerol of Agenay Finsncs Cowponentc
B e L70G Travel on Voucheyred Punda sal Progtice Yo '

Yuepday ~ 8 ¥ay 1956

pars)

"\;5 I~ (X A
W30 ~ 095 Jeave Regulstions - Fraciics is Time azd

C.70 - 15 Vorkshep

.'11_;;5 - L35G Emsic Erinciples of Supsyvision

1800 - 1160 Personnel, Caresy Service, Proovticn ond
Recruviiwant Palicies

5 . A
0830 ~ 1120 Persoumal Feams et Practics VWorlk

A ” - P AP -
:‘L}i? e 3.:’:*30 Classiflontion nnd Top Secret Contwol P
1330 - M50 Seourdty of Buployses Cuisids Acbivities

1,209 = 1550 Workshop
13 - 9 £ . -
A5CY « 1700 Upo op Ageney Repulstioas Manwals

.

Toursdey ~ 10 ¥av 1956

G V) ) . -
G330 - (K45 Lrtice Admirntatration

G5 o 1070 und doof e s g
U955 - 1056 Critique of Travel nnd Pine & Aztendsnce Ramnco: @ Tegt

IS

129 . b . ; Pere '

133G - 3430 Requirements for Beruislvion and Purchage
WAQ = 3600 Cemmaism "§in” o
1810 = 1700 Crisique of Persconsl Forms Tast,

3160 « 1230 Property Record Respisg
b3

G%z? - 2.@3() Ageney Correspondence Frasvices
11\,:."} = 1130 Agency Filing Syntem
: ,
1150 = 1230 ¥edieal) OPfice Proceduren
1330 - 3430 Teview
X700 Objective Test and Semiuny Discuseion
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FIESY WEEK
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AINISTRATIVE FRCCEDIRES #66

34 Moy 1956

830
1o
12ky
1355
1s5ho

8

0390 szztrzxiuzzﬁ., o Jlandesting Achbivit
U.gb o :‘fg:s, :;; zlmﬁ shinp Activitien
13h5 Surveiliance {Film nnd Critvigee )

1530 The Agent '

700 Cammnmications

Tussduy ~ 15 ¥ay 1956

U030 - 1230 Walk Eusb on Buarom

1230
(‘q 0y
J.Cﬁ.}.

2 wla
dohdTSF

12h5

x

Z“nu:sd;ay

1766 l'kms\xmec Travel ned Practice YWerk

. -:’.:—1-.“ 16-.%,%’?’} ’19 56

1000  Fapctiona of Aves Uiwisions
ANG fAdwminisiretive Erojsst Procadures

igal Domestic Travel Posh
17C0 Hessags Writing, Cubls Frocedures sod

~ 47 ¥y 1958

0830
0913
1020
1230

=

=

23

o

020 Review of Cabls Proct
1010 Orpanizabion of s b,
30 Cable Teal

1700 Dispateh apd Pouch Prosediirss

I
18 May 1956

fr.i r""'
g
B
-t
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lvw'
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el
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Friday

0230
10h0
iz36
1355
1510
1634

an

1030 R*e@”ﬁu Integration Fonstions
4130 Bispsich sud Povch Tost

LG Persemsl Security

145G COpitigun of Trsve) ordl Cabies
1500 Cé‘z,‘sesh'-.‘v’w Teay

L7060 Sritiqee aml Semismr Dlecwisicn

LR T Tots
R S R
b Al A

Practice York

SBOCND WEEK

25X1C
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i ARIIRISTRATIVE PROCEDURES 66

Monday - 21 ¥ay 1956 THIRD WERE
0830 ~ 0940 Punsticns of Cvarsess Installations

050 - 1200 Pipanee Procedioop: Payments wo Owersess Perarnnel
AT 137 - 1430 | il.’emcmm’sl Procedursa
IB4L - 1700 Preparatioo of & Frredga Travel Veucher sed Practice bYerk

Tusmday - 22 May 1956

0830 - 1010 Poreign Travel Yousher Test
1020 - 1700 Acceusiing spd ¥ioaoce Beporis

Hedrenizy - 23 May 1956

0820 - 1020 Cospletion of Accous Livy Praciice
100 « 1215 Aceounting Tesh ) :
1315 « 1350 Accouneivg (Filo)

AT 06 - 1700 [ Fropecty Records Prossdurss 0. Fractice York

Thursdoy - 2b ey 19%6

AT 0830 - o930 |W__|thsperty Pecowds Proreduran Peretice Yok (tog )
GUO - 1030 it of Uar red Housenold Effscts

1030 - 1140 Mane Checks

AT 1ek0 - 00 [ Property Resmds Test
1516 < 1520 Perscosl Cover

AT 3530 = 1760 [ |tpiforms Record Procedures

cwovy
Caie N

Friday - 25 ¥ay 1956

W30 - 0950 Gritigue of Dimgstel snl Propercy Recoris Toxte
2000 -~ 1130 Crdtigque of Ascoumbing woa Foareign Travel Tewsts
Do - 130 Review Por Tojective Tent

1330 = 1h00 Checking in Msterisiz

100 - 1510 thjective Test

1526 - 1700 Critiqus wod Seminesr Rigeussion
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FIRST WERK

Fooday - 2 July 1956

0830 ~ 0800
0X0 - 0920
0530 - 1130

Regintration ond Distributicn of Moterials
Irtroincticn and Security Tnstxructicas
Creanization and Punctions of CIA

230 ~ 1540 Travel on Youchered Funmis erd Practice Work

1550 - 1700

0830 - 1000
1010 - 11i¢
1120 - 3200
1300 = 1600
1610 = 1700

Semineyx on Criganizatiocn

Tugsday - 3 July 1956

Supply Comtral

Requiresents o Reguisiticn end Purchssge

leeve Regulations

Pargomnsl, Career Sexvice, Pramotion and Recruiiuzat Policies
Buslic Frineiples of Supervision

Wednesdey - I July 1956

it P K5 g R 4

Taursdsy - 5 July 1956

330 - 1000
1010 - 1230
1330 - 1420
1480 = 1520
1530 = 1640
1610 - 17C0

Woxrkashop

Yareomael Forme and Practice Work

Ucas of Agancy Regulatiopns Meowale
Procwxement ol Reguisition Prepareticn
Fiim "The Hoaxsters”

Werkshep

Prigay - 6 July 1656

0330 - Oghs
0955 = 10W5
2055 - 1200
1300 - 1350
1400 - 1500
1510 - 1540
1550 - 1700

Cffice Administzaticn

Clazsifleation and Top Secreli Coantrol Proecedures
Szeurity of Bzployees Outside Activities
Sepinar Zox Roview ’

¥adical 0ffics Procedurses

Critique of Procuremont snd Reguisiticn
Oojective Pogt ard Critioue

B-B-C-R-L-%
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ADROBISTRATION PROCEDURES #67

SECORD WEEK
Momfay - 3 July 1056

830 - 1030 Intrcduction to Clandestine hetivitier
1040 - 1145 Security Measures

1245 - 1400 Surveilisuce and Elicitaticn

1810 - 1540 The Agent

1550 ~ 1700 Communicetions

Tuesday - 10 July 1956

00830 ~ 1230 Damestic Travel ozd Practice Work
1330 = 1700 Fiim - "Halk Zast or Beacon"

Hednesday - 13 July 1956

0830 - 0950 Critique of Vouchered Travel snd Perscpnel Tests

1600 ~ 1120 Functione of Avea Divisions erd Cversess Toutalletioms
1130 ~ 1245 RDozestic Travel Tost

1345 ~ 1700 Mescage ¥riting, Cable Procefuves awdl Prectice Hork

Taursday - 12 July 1056

:% 0830 ~ 1020 Persomal Security and Cover
L/ 1030 - 1130 Csble Test |

230 « X700 Bi dee York
i3 T ﬁw_mmmnﬁa_m_lhmme ork 2EX1C

¥riday - 13 July 1956

0830 -~ 1030 Reccrds Totegrasion Functicos

1040 - 1230 Disgateh Test

1230 - 1340 Critique of Damestic Trava). ¢nd Cevle Tests
1350 = 1450 Seminar Review

1500 = 1700 Objective Test nzd Critigue

" SeB=LRET

S can e Om owm e
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ADMIRISTRATIVE PROCEDURES #67

THIRD WEBK
Honday = 16 July 1956

AT 0830 - 0940 [ | Unifoxm Records Procedures
0950 - 1200 Fimaace Procedures: FPaymente to Overseas Pervoonel
AT 31300 = 1430 frawvel and Personnel Proczdures

40 - 17G0 Preparaticn of & Foreign Pravel Toucher erd Practice Work

Tussday - 17 July 1956

0830 = 1010 Poreign Travel Voucher Test
1020 -~ 170C Accoumbing apd Finsnce Feporta

i Vednesday - 18 July 1956

0830 - 1020 Ccmpletion of Accounting Practice Werk
1030 -~ 1215 Accoutiog Test
1315 - 1350 Accounting (Pilm)

AT 1400 = 1700 [ |Property Records Frocedures azd Practice Work
| Tuaraday - 19 July 1956
phT . 0830 - 0930 Completion of operty Records Practice Work
oo 0940 - 1030 Saipment of CaT onsehold BZfects
L) 1080 - 13145 Fame Checks
AT 12k5 - 1510 opexrty Recards Zesd
. 20 - 1500 que of FPoreign Travel Test

1510 - 18hk0 Critique of Dispatch Test
1550 - 17C0 SBzniear

Priday - 20 July 1956

OR30 - 1000 Critique of Accounbling ard Property Recards Teste
1010 - 1130 Rewvievw for Cbjechive Test

1230 - 1330 Chzeking in Faterials

1340 - 1700 Objective Pest and Critligue

SeBelR«ZE

oo oo o G o o
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3 1C October 1955
HEMORAIDUY FiR:  Training Liaisen Officers (for distribution)
SUBJEGT « Administrative Procsdures #43
1, Administrative Procedurss #63 will be a three=wosk course
instsad of the former two-week period. It w11l bagin on 31 October
and continue to 18 Novermber 1955, o
=yt 6
2. The instruction will be given in three phases: o Q
s \(23'
2, Ths first weel will srphasize orgnnizction, and Tij:s:’
general office regulations and nrocedures as ﬁD '

. apnlied in the use ¢f vouchered funds,

L b. The second weel will include an introduction to . f'?‘ f?Z;}§
clandestine activities, end the 2dministrative ﬁié“;u’
regulations ond procedures that anply to DD/P )
Headquarters,

¢. In the third wesk overall field procedures will jLL*L“"f
be covered, -7 D SRR

3. ‘ith the addition of the new materinl the ohjectives
have been broadened to include instruction in the baczic procedures
of administration in 9D/I and DD/s Headguarters offices and the

orgenization and functions of these Offices as well as tlose of
the Clandestine Services,

4. Requests for training should be submitted through
aprropriate Training ldaison Officers to the Registrar, Office
25X1A of Training, Room 17, , by 1700 hours, 24 October 1955,

25X1A

FATTHEA BAIRD
Director of Training

SeBaCaRaE.T
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Registrar, OTR ' | 15 October 1956 -

Chief, Intelligence School
Chief, Administrative Training Branch

e

Students' Iden Photos

1. This is to earnestly requzst that students' photographs
be obtained prior to, or as soon as possible after, the beginning
of each c¢lass. This office realizes that many times circumstances
beyond the control of the Registrar make the receipt of these
photographs late. However, if a system could be set up whereby the
hclding office, Security or Basic Intelligence in some cases, could
be reminded at frequent intervals that this office needs these pictures
it 18 beiieved they will cooperate.

2. During the rumning of the last course it was difficult for
the instructors to identify certain students in thelr evaluation
discussions. These photographs were received after the course wWas
completed and were of less value at that time.

3. These photographs are an aid to the corduct of the courses
and sny assistance you can glve this office will be greatly appreciated.

25X1A
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2% Chlef, Administrative Training Branch <23 Qctober 1956
- VIA - 3+ Chief, Intelligence School S

Chief,_?roéaaming Section, OTR

Students' Identification Photographs

1, This office regrets very much the delay experienced last
month in sending photographs to you of the students enrolled in
.Administrative Procedures Course #68. We are aware of the great
convenience it is to you to have these photographs on hand during
the first part of the course. KHowever, a brief explanstlon of the
unusual diffieculties encountered by the Registrar's office in
obtaining this perticular group of pictures may be of interest %o you,

2., As you know, our rosters for your courses are sent out
five calender days before the beginning of the course. This 1s due
b2 . to the fact that reglstration is left open until seven days before the
- first session, At the time the roster is prepared, a memo is sent vo
“the badge office requesting that duplicate photographs of the students
. be furnished to us. The usual time required for getting the pictures
N to the Registrar's office has varied from three days to two weeks,
deperding on the workload in the badge office. During the last
running of the Administrative Procedures course, the badge office was
hampered by a shortage of personnel over which neither they nor we
had any control, Although our office did make perlodic follow-ups
to the badge office, Security was unable to get the photographs to us
b until the last day of the course. As soon as the pictures were
received here, they were hand-carried to your office within a matter
of five minutes.

3. This office, performing the functions of a middle man, often
finds itself pressured from both ends., It is our desire to give the
beat possible Bervice with the facilitles at our command and it is
hoped that as a result of the procedural reevaluation now being con-
ducted in the Registrar's office, we may be able in-the near future to
inerease the value of our services to the various OTR schools,




